
PERSON SPECIFICATION
Job Title: Operations Manager
Circuit: Berkshire and Hampshire Borders
	
	Essential
	Desirable
	Method of Assessment

	Education & Training

	Good general education (e.g. GCSEs or equivalent including English and Mathematics).
	X
	
	A/Q

	A qualification in business administration, management, facilities management, or a related field and in governance.
	
	X
	A/Q

	Proven Ability

	Experience in an operational, administrative, or management role.
	X
	
	A/I

	Experience of coordinating organisational processes, policies, or systems.
	X
	
	A/I

	Experience supporting or working with multiple stakeholders (staff, volunteers, or committees).
	X
	
	A/I

	Experience supporting safeguarding, health and safety, or compliance-related processes within an organisation.
	X
	
	A/I

	Experience working with governance structures such as boards, trustees, or committees.
	
	X
	A/I

	Experience supporting financial administration or financial reporting processes.
	
	X
	A/I

	Experience working with property or facilities management.
	
	X
	A/I

	Special Knowledge & Skills

	Good working knowledge of Microsoft Office or equivalent digital systems.
	X
	
	A/I

	Strong organisational and coordination skills with the ability to manage multiple priorities.
	X
	
	A/I

	Knowledge of safeguarding, health and safety, or compliance-related processes within an organisation.
	X
	
	A/I

	Excellent communication skills, both written and verbal.
	X
	
	A/I

	Ability to work with sensitivity and respect within a faith-based organisation.
	X
	
	A/I

	Ability to work independently while also contributing as part of a team.
	X
	
	A/I

	Ability to interpret policies and provide practical guidance to others.
	
	X
	A/I

	Ability to analyse operational information and produce clear reports.
	
	X
	I

	Any Other Requirements

	Willingness to work occasionally outside normal office hours to attend meetings if required.
	X
	
	I

	Willingness to travel round the circuit as required.
	X
	
	I

	Must hold a full driving licence and have daily access to a reliable, roadworthy vehicle for business use.
	X
	
	A

	Understanding of the structures and practices of the Methodist Church.
	
	X
	A/I


Method of Assessment:      A – Application Form, I – Interview, W – Written exercise, P – Presentation, G – Group exercise, Q – proof of qualification (certificates or transcripts).

